
With MyCalPAYS the STD. 612 Employee 
Transfer Data Form will no longer be needed for 
interdepartmental transfers. Since employee 
records are stored in an electronic format, MyCalPAYS eliminates the need to re-key employee 
data. 

Employee Transfers 
Elimination of the STD. 612

With MyCalPAYS, when processing 
interdepartmental transfers, you will:
•	No longer have to provide payment and 
deduction details, leave balances, state 
service balances or attendance information.	

•	No longer have to wait on documents to be 
mailed from the losing department to the 
gaining department in order to process an 
appointment.

How It Works
•	The losing department processes a 

Transfer Release Action to place the 
employee into his/her new position. The 
gaining department then processes the 
Assignment Change Action to complete 
the process.

•	Departments will have to communicate with 
each other to determine the effective date 
and the correct position number.

•	The losing department will have access to 
the employee’s record for a period of 30 
days to allow for maintenance of employee 
information, such as attendance and time 
data.
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